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Introduction

This section provides a list of changes to the rollover process this
year and an overview of the fiscal year end rollover procedures.

New This Year

The following changes have been made to the fiscal year end
rollover procedures for the 2006-2007 rollover:

General Ledger

B Added a new check box to Fiscal Year Rollover Settings asking
if the system should remove any positions (or supplementals)
for employees who are terminated.

B As part of the General Ledger rollover, the system does not
carry forward any pending employee leave plan requests, pro-
file changes, leave approvals, or vendor update requests (iVi-
sions). Make sure to complete pending requests in the old year
before GL rollover.

Export Fund Balances

B There is a new pre-posting report for the fund balance export.

B New Actions menu options to enable you to filter the grid to
make your fund selections or to use an account mask.

B The system will first update all the account types before export-
ing fund balances to the new year.
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Payroll

B Any Additional FTE in Position Control will be set to zero in the
new year file when rolling over Payroll.

B Any one-time pays are dropped and not rolled into the new year.
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Overview of the Rollover Process

The fiscal year end rollover process consists of the following procedures.

-
Frequency

General
Ledger
Rollover

Accounts
Receivable
Rollover

Export
Accounts
Receivable
Invoices
Warehouse
Rollover

Export Open
Purchase
Orders

Payroll
Rollover

Update
Years of
Experience
Export Fund
Balances

Export
Leave
Balances

Run once

Run once

Run many

Run once

Run once

Run once

Run many

Run many

Run many

Must be run first.

Can be run any
time after
General Ledger
Rollover

Can be run any
time after the AR
rollover

Can be run any
time after
General Ledger
Rollover

Can be run any
time after
General Ledger
Rollover

Can be run any
time after GL
Rollover.
Normally you
would perform
this task after
the last payroll in
the old year.
Can be run any
time after Payroll
rollover

Can be run any
time after
General Ledger
Rollover

Can be run any
time after Payroll
Rollover

Creates a copy of the current fiscal
and state databases, clears various
tables, and creates a new
connection group.

Clears various Accounts Receivable
tables in the new year, then copies
records into those tables from the
current year.

Select the recurring invoices you
want to export to the new year.

Exports current stock level
information into the new fiscal year.

Optional utility that enables you to
export selected purchase orders to
the new year.

Clears various payroll tables in the
new year, then copies records into
those tables from the current year.

This utility enables you to quickly
update the years of experience
fields in employee records.

This is an optional procedure that
enables you to export selected fund
balances to the new fiscal year.

Transfers leave balances from the
old fiscal year to the new fiscal year.
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Process Fiscal Year Rollover Screen

Use this screen to process fiscal year rollover. The screen is in the
form of a checklist you can follow to guide you through the process.
Once the step is completed, a check mark displays next to the step in
the screen.

Ei Infinite ¥isions Enterprise Edition - Accounting - [Process Fiscal Year Rollover] ;Ii
4. File Edit Actions Records Window Help =
Gfeh 2% % ¢ [dh]rr & o w10« Yo B e BE R |
r Fiscal Year Rollover

Step. [rate Completed: Completed By:

General Ledger Rollover

Accounts Receivable Rollover

Expart Accounts Receivable Invaices

‘warehouse Rollover

Expart Dpen Purchage Orders

Payroll Rollaver

Update Years of Experience

Expart Fund Balances

Export Leave Balances

To perform a step, select the option from the Actions menu. The
rollover process options are as follows:

B General Ledger Rollover

Accounts Receivable Rollover
Export Accounts Receivable Invoices
Warehouse Rollover

Export Open Purchase Orders
Payroll Rollover

Update Years of Experience

Export Fund Balances
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General Ledger Rollover

This process creates a copy of the current fiscal database for the
new fiscal year, clears tables in the new database, and creates a
new connection group. The new database will be identical to the

current fiscal database, except certain tables will be cleared of all
records.

To create the new database:

1. Inthe General Ledger menu, expand Utilities to display the
menu items.

2. Expand Year End Processing to display the menu items.

3. Double-click Process Fiscal Year Rollover. The system
displays the Process Fiscal Year Rollover checklist.
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4.

5.

B4 Infinite Visions Enterprise Edition - Accounting - [Process Fiscal Year Rollover] (X
4. File Edit Actions Records Window Help =& x|

) ® Mo« r1 BEEEEHS

Fiscal Year Rollover

Step Date Completed: Completed By:

| General Ledger Rollover

| Accounts Receivable Rollover

| Erport Accounts Receivable [nvoices

[ warehouse Rallover

| Export Open Purchase Orders

| Payrall Rollaver

| Update Years of Experience

| Export Fund B alances

| Expart Leave Balances

Ready Entity: WMG | Group: PUBS18Rollover | Fr: 2007 | DALC: 99

In the Actions menu, select the General Ledger Rollover option.
The system displays the General Ledger Rollover - Connection
Group screen.

General Ledger Rollover

Thiz process will create new SOL databazes for the nest fiscal year.

Connection Group

Mew Settings: Current Settings:
M ame: | LARGEDATABASE
Fiscalvear [ 2005
Deszcription: | Large Databaze
Databaze: | largefyD506
Mext » LCancel Help

In the Connection Group fields, type a name for the new
connection group, the fiscal year, a description for the connection
group, and a name for the new database. The screen displays the
current settings for each of these fields for your reference.

Click Next. The system displays a screen you can use to name
your state database(s).
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General Ledger Rollover

Enter a new name for your Mew Mexico State Fizcal Year databaze.

r State Database

Database: | crot_rimi

< Back | Hext » | LCancel | Help |

If you have just one state database, type the name in the
Database field and click Next.

If you have multiple state databases use the drop-down list to
select each Database Type, supply a new name for the database
and click the right arrow button to move them to the list on the right
of the screen.

7. Click Next. The system displays a confirmation screen showing
the information you entered.

General Ledger Rollover,

The General Ledger Rollover process iz ready to proceed. IF you wigh to change any of pour
information, click Back.

MHew Connection Group Infarmation:
Group Mame: BIGDATABASE
Figzal Wear: 2007
Description; Large Sample Databasze

Mew Database Information:
Fizcal vear: largefwB07

< Back

LCancel | Help |

If you need to change some of the information, click Back to
return to the previous screen so you can make your changes.

If the information is correct, click Next to have the system begin
the process of creating the new year database. The system
displays the task it is performing and displays a message when it
finishes creating the new database.

8. The system displays a message that it is ready to proceed with the
rollover process. Click Next to proceed. The system creates the
new year database and displays a message when it is complete.

9. Click Finish to return to the checkilist.
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Revising GL Default Settings

In the new fiscal year, you need to review and revise some of the
settings in General Ledger Default Settings. To access the new
database, you first need to change connection groups.

To change connection group:

1. Inthe main screen, select the Change Connection Group option
from the Actions menu.

Ed infinite Visions Enterprise Edition - Accounting - [Large Database] 3720/06 9:42-15 AM EIFIEEEE El@lgl

FEle Edt | Actions Window  Heln REEY
Expand Al
—— g all
Accounting i
; Add Application Group it
General Ledg
=
I =
Purchasing EEllangel
Payables Login as Mew User

Essing

cal Year Rollover

e Transfers

1 Crumorate Enctmbrances an Closed POs

[ Liguidate Encumbrances on Closed Warehouse Reqs
M Create Audit File

Human Resources & @ Corfiguration

Change Password

‘warehouse
Fived Assets

Receivables

=

j

Ready Entity: "G | Group: LARGEDATABASE | FY: 2005 | DAC: **Not Assigned™*

o=
318¢
A

The system displays the Login screen.

Eid Accounting Login

|dzer Information

User |D: | Kirstenk.

Paszword: |

[~ Use bctive Directory

Connection Group

Marne:

Fizcal Year: 2006

Description: |F'ubs1 g

Copyright 2002-2006 Windsor Management Group LLC

OF. | LCancel




2.

3.
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In the Name field, use the drop-down list to select the connection
group for the new fiscal year.

Click OK.

To check the GL settings:

1.

In the General Ledger menu, double-click Configuration to
display the menu items.

Double-click General Ledger Default Settings. The system
displays the General Ledger Default Settings screen.

= General Ledger Default Settings

Entity Infarmation

Mame: |D’§F’ITAL CITY SCHOOL DISTRICT #1 Federal EIM: 931234567
Street: |F‘D BOx 1234 State D: 5EI8TED4S
| State |D Format | @@-(E@EEEE: &
City: |EAF'ITAL CITY State Code: 33
state [az Zip |e5000-1234 County: MARICOPS,
Contact Information Fiscal D ates
Mame: |Devey Hafta Start Date: 07/01/2006 |
Phore: [355) 287-1267 Extengion: |301__ End Date: 06/30/2007 -
Email Addrass: |dhafta@ccsd. k120w ug Tran: Begin: 0701 /2006 -
Budaget Infarmation Entity Codes
Curment Year: onng-07 | Erior ear Column: |Ad0pted ﬂ Murnber: 1
Frior Year: 200505 Adopted Calumn: |'&d°pt3d j Type: 0
Wwhorking Colurnn: |W'0rkingB udget ﬂ Extension: 1
- Track Payroll Pre =
Encumbrance Balance Column: |Budget % Besp. Center: ,Wi

Propozed Columr; | ElESaa=eNares)] Bl Py ,Wi
Woucher Information Micellaneous [nformation
I~ LCreate ASCH Youcher Files Aecess Log Size: 9339
Eile Path: | Image Size: 51200
Document Size: ’W
ok | LCancel | Help |

In the Fiscal Dates fields, verify the Start Date, End Date, and
Transaction Begin date for the new fiscal year.

In the Budget Information fields, review the Current Year and
Prior Year fields and change them if necessary.

Review the budget columns displayed. The Balance and
Proposed column default to display the same columns as were
defined in the last fiscal year. The remainder of the columns will
be blank initially. Change the columns as needed.

Click OK when finished.
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Fiscal Year Rollover Settings Screen

If you plan to export fund balances and/or open purchase orders as
part of the fiscal year end rollover, use this screen to select the
account offsets that the system needs.

If you plan to use either of these two utilities, you will need to
set up the Fiscal Year Rollover Settings in the current fiscal
year before exporting fund balances and/or purchase orders to
the new year.

You also use this screen to determine whether you want the system to
remove inactive funding lines for positions during the Payroll rollover.
PO Export Options:

You have the following options if you choose to export purchase
orders:

Export open POs and maintain | Fill out only the Fund Balance Off-

the same account coding in set field in the Fiscal Year Rollover
the new year. The system cre- | Settings screen. Leave all other
ates an encumbrance in the settings under Purchase Order
new year for the amount Settings blank

exported. No adjusting entries
are made in the old year file.

Export open POs and debit the | Fill out the Fund Balance Offset

PO accounts in the old year. and the Accounts Payable Offset
Credit liability codes (defined in the Fiscal Year Rollover Set-
by mask) in the new year. tings screen. Leave all other set-

tings under Purchase Order
Settings blank.

10
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Export open POs and cross-
walk old year accounts into
new year accounts with new
fund codes. The system cre-
ates an encumbrance in the
new year for the amount
exported. No adjusting entries
are made in the old year file.
This option also includes the
option to create a budget jour-
nal entry in the new year file
for the cross-walked accounts.
The budget journal entry will
be a debit to the account code
on the PO. If you wish, you can
also provide a Budget Entry
Offset to create an offset to
the budget posting. The bud-
get column must have the Use
Journal option checked in the
Budget Column setup.

Select the Use Fund Crosswalk
option to enable the fund cross-
walk. If you want a budget adjust-
ment entry in the new year, then
select the Create Budget Adjust-
ments and select the Budget Col-
umn. If appropriate, also select an
offsetting mask in the Budget
Entry Offset field.

Crosswalk all funds in the Pur-
chase Order Rollover Fund Cross-
walk screen before you export any
POs.

Export open POs and create
budget adjustments without
using the fund crosswalk.

Select the Create Budget Adjust-
ments and select the Budget Col-
umn. If appropriate, also select an
offsetting mask in the Budget
Entry Offset field.

11
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To set fiscal year rollover settings:

=, Fiscal Year Rollover, Settings

Fund Balance

Fund Balance

Fund Balance Offzet:

Purchaze Order Settings

Accounts Papable Dffset: Papables ﬂ
[~ Usze Fund Crozswalk

[ Create Budget Adjustments

Budget Colurnm: |

L Lo

Budget Entry Dffset: |

Paproll Settings
[v Remove Inactive Pazsition Funding Lines

[ Remove Positions for Terminated Employees

0K ‘ LCancel | Help ‘

1. Inthe Fund Balance Offset field, use the drop-down list to select
the offset for fund balances.

2. Inthe Accounts Payable Offset field, use the drop-down list to
select the offset if you plan to export open purchase orders during
the rollover process.

3. Ifyou want to crosswalk old year accounts into new year accounts
with new fund codes, select the Use Fund Crosswalk option.

To activate this option, you must first establish the next year’s
data file (perform the GL rollover).

4. If you select the Create Budget Adjustments option, the system
creates a budget journal entry in the new year file.

If you select this option, also use the drop-down list to
select the Budget Column. The column you select must
be a budget column that is defined as maintaining journal
entries.

If applicable, you can also select a Budget Entry Offset.
The offset mask will be applied to the accounts being used
in the POs and will create an offset to the budget posting.

If the you have already run the GL rollover step and you
need to add a new Account Offset for use in this field, you
need to add the offset to both the current and the new FY
databases.

12
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5. To have the system remove all inactive funding lines tied to a
position during Payroll rollover, select the Remove Inactive
Position Funding Lines option.

6. To have the system remove positions or supplemental pays for
terminated employees in the new year, select the Remove
Positions for Terminated Employees option.

7. Click OK.

13
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Exporting Fund Balances

Using this utility you can bring forward selected fund balances from
the old fiscal year to the new one. Typically, you would run this utility
after processing in the old fiscal year is complete.

Asset and liability account types are posted with the net offset posted
to the FUND BALANCE offset. The offset amount is verified against
the net Revenues minus Expenses by fund. The system posts a
beginning balance journal entry.

You can perform the export procedure more than once, if necessary.
However, if you do export fund balances again, the original entry is
not automatically reversed. Use the Reversing Entries procedures in
the Journal Entry screen to reverse the original entries.

Before using this utility, be sure to select the Fund Balance
Offset in the Fiscal Year Rollover Settings screen in General
Ledger.

Selecting the Funds to Export

You have a number of different methods for selecting the funds you
want to export:

B You can click in the Process fields individually to select the funds.

B You can highlight the funds you want to export and then use the
Check Selected Funds option to select them.

B You can specify a fund mask in the Fund Mask field to filter the
funds, and then use the Check Funds by Mask option on the
Actions menu to select them.

Printing a Pre Posting Report

Before you actually export fund balances, you can print a pre-posting
report to review the result of the selected funds before actually posting
them. The report will include only accounts that are selected in the
grid that have something to print.

1. Inthe General Ledger menu, expand Utilities to display the menu
items.

Expand Year End Processing to display the menu items.

Double-click Process Fiscal Year Rollover. The system displays
the Process Fiscal Year Rollover checklist.

4. In the Actions menu, select the Export Fund Balances option.
The system displays the Export Fund Balances screen.

14
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B4 Infinite Visions Enterprise Edition - Accounting - [Export Fund Balances] E”Elgl
5. File Edit Actions Records Window Help =18 x|
@ 3 M 4 Recordtof5 r M EEEE IE®EE

Selection
Fund Mask: ||
Funds
» I oo GEMERALM &0 0341442006
r 110 FED TITLE & 0341472006
I 120 FED TITLE B
r 210 STATE GRANT &
I 400 CAPITAL
Ready Entity: "G | Group: Pubs 18 | FY: 2006 | DALC: 39

5. Select the fund(s) to export using any of the methods previously
outlined.

6. From the Actions menu, select the Fund Balance Pre-Post

Report option. The system displays the report in the Report
Viewer.

To export fund balances:

1. After reviewing the pre-posting report and taking any necessary
action, you can export the funds to the new year.

2. Select the fund(s) to export by clicking to place a check mark in
the Process field.

You can also click row(s) to highlight the funds, and then
use the Check Selected Funds option on the Actions
menu to place check marks in the Process field.

Yet another method for selecting funds is to type a fund
mask in the Fund Mask field, and then use the Check
Funds by Mask option on the Actions menu to place
check marks in the fields.

3. From the Actions menu, select the Export Fund Balances to

New Year option. The system displays the Fund Balance Export
Parameters screen

15
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X

. Fund Balance Export Parameters

Settings
Posting Date: 0342042006 -

[ Create Single Entry

oK | LCancel | Help ‘

In order for the funds to show up in reports as a beginning
balance, make sure that the date you type is prior to the date in
the fiscal year start date field in General Ledger Default Settings.

For example, if the normal fiscal year start date is July 1%, you
should type 6/30/200x in this field.

In the Posting Date field, type or select the date you want the
system to use to post the beginning balance entries.

If you want to have the selected funds brought over as a single
entry rather than as separate entries for each fund, select the
Create Single Entry option.

Click OK. If the funds are in balance, the system will export the
selected funds to the new fiscal year and update the Date
Exported field when the export is performed.

16
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Purchase Order Rollover Fund Crosswalk

If you are planning to roll over open purchase orders using a fund
crosswalk, you need to crosswalk all funds before you can export any

POs to the new fiscal year.
This screen displays all of the funds currently cross-walked.

. Purchase Order Rollover Fund Crosswallke il

o3

EIE A SR I R 2

Purchaze Order Rollover Fund Crosswalk

[ 1)) 928

| |oo2 | 988

Adding a Fund Rollover Crosswalk

Use this screen to add, edit, or view fund crosswalk information. Any
number of original funds can be assigned the same or different
rollover funds. A fund can also be cross-walked to itself.

%. Add PO Fund Rollover Crosswalk i 5'

Crozswalked Fund

Original Fund: I j

Bollover Fund: I j

4] 4 | Mode: Add }IN'

[ Close this dialog after update?

Qg Lancel | Help |

17
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To add a crosswalk:

1. Inthe Original Fund field, use the drop-down list to select the
fund you want to crosswalk.

2. Inthe Rollover Fund field, use the drop-down list to select the
fund for the new year.

18
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Exporting Open Purchase Orders

There is an optional utility that enables you to export purchase orders
to the new year. This procedure exports open purchase orders and
will include only line items where the quantity ordered exceeds the
guantity paid. The net remaining quantity is what is re-established in
the new record.

Before you can export open purchase orders and expense exported
POs in the current year and carry them forward as liabilities, you need
to specify the Accounts Payable Offset in the General Ledger Fiscal
Year Rollover Settings screen.

Accounts in the exported purchase orders that are not yet in the new
year chart of accounts are added automatically. If there are any
purchase orders that contain invalid account numbers, the system
displays a message showing the account number and PO number
and will halt the export process. In this event, make any needed
revisions and then rerun the Export Open Purchase Orders step.

To export open purchase orders:

1. Inthe General Ledger menu, expand Utilities to display the menu
items.
Expand Year End Processing to display the menu items.

Double-click Process Fiscal Year Rollover. The system displays
the Process Fiscal Year Rollover checklist.

4. In the Actions menu, select the Export Open Purchase Orders
option. The system displays the Export Open Purchase Orders
screen.

19
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8.

B4 Infinite Visions Enterprise Edition - Accounting - [Export Open Purchase Orders]
= File Edit Actions Records Window Help
2 k3 M 4 Record1of 10 rn BEEE Q'S
Filter Criteria
EODste  [Hene) x| [Nere) E £ Aph Seleciion |
Project | j Clear Selection
DaC: | =l Showal Puichass Diders
Open Purchase Orders
PO Number [Vondr — [DAC___ [PODae __ |Powst |
» r 240029 | ATHLETIC SUPPLY ‘w4 Capital City Elementary Sc | 08/10/2008 Undesignated
r 240026 | ABC SCHOOL SUPPLY | Capital City Elementary Sc| 06/10/2006 Undesignated
r 240025 | ABC SCHOOL SUPPLY | Capital City Elementary Sc| 06/10/2006 Undesignated
r 240024 | ABC SCHOOL SUPPLY | Capital City Elementary S| 06/10/2006 Undesignated
r 240021 | JOES WINDOW CLEANI | Business Services 04/27/2005 Undesignated
r 240020 | BEAR LANDSCAPING | Business Services 04272006 Undesignated
r 240013| ACE HANDYMAMN SERYI | Business Services 04272006 Undesignated
r 240018 | ACE HANDYMAMN SERYI | Business Services 04/27/2006 Undesignated
r 240017 | ABC SCHOOL SUPPLY | Capital City Elementary Sc| 04/27 /2006 Undesignated
r 240016 | ABC SCHOOL SUPPLY | Capital City Elementary Sc| 0427 /2006 Undesignated
Ll |
Ready Entity: WMG | Group: Pubs 18 | Fr: 2006

Scrolling to the right in the grid displays the status of the
purchase order, whether it was previously exported,
current fiscal year encumbrance amount, and the amount
of encumbrance to be created in the new fiscal year. If you
wish, you can use the check box to enable you to see all
POs, not just those open that have not been exported.

Use the Filter Criteria fields to filter the POs displayed, if you wish.
Click Apply Selection.

Click in the Process field to select the purchase orders you want
to export.

From the Actions menu, select the Export POs to New Year
option. The system displays the PO Rollover Parameters screen.

T

u. PO Rollover Parameters

Settings

Mew PO Date: [E}04/2005 -
Posting Date: 04/04/2005 -
Budget Adjustment Date: |04/04,/2005 -

[ Leave POz Open

ok | LCancel | Help |

In the New PO Date field, review the date displayed and change it
if you wish. This is the purchase order date the system assigns to
the exported purchase orders.

20
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In the Posting Date field, review the date displayed and change it
if you wish. This is the date the system uses for posting the POs in
the current year.

In the Budget Adjustment Date field, review the date displayed
and change it if you wish. This is the date the system will use for
the budget journal entry in the new year.

If you want to leave the current year's purchase orders open in the
current year after they are exported, select the Leave POs Open
option.

Click OK. The system exports the selected purchase orders and
displays a message when complete.

The system displays the journal entry in the Report Viewer. You
can print the journal entry or just close the Report Viewer.

21
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Accounts Receivable Rollover

The Accounts Receivable rollover clears the various Accounts
Receivable tables in the new year, then copies records from those
tables in the current year.

You can perform the Accounts Receivable rollover any time after
the General Ledger rollover.

To perform Accounts Receivable rollover:

1. Inthe General Ledger menu, expand Utilities to display the
menu items.

Expand Year End Processing to display the menu items.

Double-click Process Fiscal Year Rollover. The system
displays the Process Fiscal Year Rollover checkilist.

4. In the Actions menu, select the Accounts Receivable
Rollover option. The system displays the Accounts Receivable
Rollover screen.

o
Accounts Receivable Rollover

This process will perfarm the rallover of pour Accounts Receivable data.

Click. Mest bo continue.

LCancel | Help |

5. Click Next. The system performs the rollover, displaying the
tables being cleared and copied in the bottom of the screen.
The system displays “Done” when it is complete.

6. Click Finish to return to the rollover checklist.

23
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Exporting Accounts Receivable Invoices

Using this utility, you can easily export recurring invoices to the new
year. The Actions menu options enable you to perform the following
tasks:

To export Accounts Receivable invoices:

1. Inthe General Ledger menu, expand Utilities to display the menu
items.
Expand Year End Processing to display the menu item.

Double-click Process Fiscal Year Rollover. The system displays
the Process Fiscal Year Rollover screen.

4. From the Actions menu, select the Export Accounts
Receivables Invoices option. The system displays the following

screen.

E4 Infinite Visions Enterprise Edition - Accounting - [Export Accounts Receivable Invoices] r._”'i\g\
5. Bl Edt Actions Records Window Help =l x|
2 ® M 4 FRecard1of4 rH ( BEEEBS

Filter Criteria
Invaice Date: /' - [Mane) B2 Apply Selection
Project [ Jd| Clear Selection
Open/Becurring Invoices

» r 8 r. and Mrs. Waren Peace 02/03/2008 Undesignated Open $E5.00

[ 5 Knights of Columbus (E astville Cl | 07/28/2005 Undesignated Open $375.00

r 4 Sandy Beach 07/25/2005 Undesignated Open $200.00

r 2 Absolute Dance Shudio 07/05/2005 Undesignated Open $300.00

Ready Entity: WMG | Group: Pubs 18 | Fy: 2006 | DAC: 93

5. Use the Filter Criteria to select the invoices you want to work with
and click Apply Selection. The system displays the invoices in the
grid:.

Invoice Date You can limit the invoices displayed to
those within a specified date range by
typing the first date in the range in the first
Invoice Date field and typing the last date
in the range in the second. The default is
to include all invoice dates.
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Project You can limit the invoices displayed to
those of a specific project by selecting the
project from the drop-down list. The
default is to include all projects.

6. Click in the Process field for each invoice you want to export.

7. Select the Export Invoices to the New Year option from the
Actions menu to export the invoices.
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Warehouse Rollover

When the General Ledger rollover occurs, the stock prices and
levels for warehouse inventory items in the new fiscal year are set
to zero. Once all shipments are completed for the current fiscal
year, you need to export current stock level information into the
new fiscal year. The Warehouse Rollover process exports these
stock levels.

To run the Warehouse rollover:

1.

In the General Ledger menu, expand Utilities to display the
menu items.

Expand Year End Processing to display the menu items.

Double-click Process Fiscal Year Rollover. The system
displays the Process Fiscal Year Rollover checkilist.

In the Actions menu, select the Warehouse Rollover. The
system displays the Warehouse Rollover screen.

= Warehouse Rollover

Seltings

Posting Date:  |ME)/20/2005 -

0K | LCancel | Help |

In the Posting Date field, type or select the date you want the
system to use for the posting date. The date you specify is the
date the system uses to post the beginning stock levels to the
new year. The default is the current system date.

Click OK. The system displays a message that the levels have
been posted in the new year.

Click OK.
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Payroll Rollover

This step involves clearing Payroll and Human Resources tables in
the new year database and copying records to them from the
current year database.

If you want the system to remove any inactive position funding
lines during the Payroll rollover, select that option in the Fiscal
Year Rollover Settings screen in General Ledger.

To perform Payroll rollover:

1. Inthe General Ledger menu, expand Utilities to display the
menu items.
Expand Year End Processing to display the menu items.

Double-click Process Fiscal Year Rollover. The system
displays the Process Fiscal Year Rollover checklist.

4. In the Actions menu, select the Payroll Rollover option. The
system displays the Payroll Rollover screen.

Payroll Rollover .

This process wil perform the rollover of your Payrall data

Click Mext bo continue.

Cancel | Help |

5. Click Next to begin the process. The system rolls over the
payroll information and displays a message when complete.

6. Click Finish.
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Updating Years of Experience

Once you have rolled Payroll, you can use this utility to update the
years of experience fields in employee records.

To update years of experience:

1.

In the General Ledger menu, expand Utilities to display the menu
items.

Expand Year End Processing to display the menu items.

Double-click Process Fiscal Year Rollover. The system displays
the Process Fiscal Year Rollover checklist.

In the Actions menu, select the Update Years of Experience
option. The system displays the Update Years of Experience
screen.

&, Update Years Experience LI

Cears ToAdd

Thiz Employer: I 1]
Other Employers: I 1]
In State: I 1]

Type the number of years you want to increment the various types
of experience (This Year, Other Employers, In State) to
increment.

Click OK. The system increments the fields you select by the
number of years you select in the new year database.
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Exporting Leave Balances

Selecting the Export Leave Balances step on the Process Fiscal Year
Rollover screen transfers leave balances from the old fiscal year to
the new fiscal year. You can run this utility as often as needed. Each
time you run the utility, the system compares the ending balance from
the current fiscal year with the beginning balance in the next fiscal
year. If there are differences, the system will post a beginning balance
entry in the new year to make the leave plans balance.

You can run this utility any time after you complete the Payroll rollover
step.

To export the leave balances:

1. Select the Export Leave Balances step in the Process Fiscal
Year Rollover checklist.

2. The system displays a message asking you to confirm that you
want to export leave balances.

3. Click Yes to continue. The system immediately transfers leave
balances.
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Post-rollover Tasks

After you perform the Payroll rollover, there are some additional tasks
you need to perform to prepare the Payroll module for the new fiscal
year:

B Update pay cycles and pay periods

Move projections to the current link on salary schedules

Set non-work days in work calendars

Modify work calendar start and end dates

Revise individual pay periods as need

Update position start and end dates and start and end periods
Generate the calendars and positions

Transfer leave balances as needed

Reset starting pay period on deductions as needed

Review deduction calendars

Review leave accrual calendar

Perform all of these tasks in the new fiscal year database.

Updating Pay Cycles and Pay Periods

One of the tasks you need to perform for setting up Payroll for a new
fiscal year is to update all your pay cycle information. You have three
possible approaches to accomplishing this task:

B Manually update the dates for each pay cycle

B Regenerate each pay cycle (if the periods are not being used on
any calendars, deduction, or leave plans)

B Use the pay cycle update utility

The system uses the pay date as the default date for check printing in
the General Ledger. If necessary, the date can be outside of the fiscal
year start and end dates to facilitate writing checks in the new fiscal
year against old year funds, and vice versa.

Accounting provides a special utility for updating your pay cycle pay
period start date, end date, pay date, and payroll step number. When
you use this utility, the system will increment the start dates by 1 year.
The first pay date will be the pay date from the first period plus one
year. The system will fill in the pay date frequency based on the
existing pay periods. The pay day on the weekday will check the pay
date for the new first period and determine if it's a weekday. If it is it
will be checked. You can easily change any of the information that you
want to change.
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To update pay cycle information:

1. Inthe Payroll menu, expand Configuration to display the menu
items.

2. Inthe Configuration menu, expand Calendars to display the menu
items.

3. Double-click Pay Cycles. The system displays the Pay Cycles
grid.

4. Select the pay cycle you want to update and select the Edit

command. The system displays the Edit P

=

w, Edit Pay Cycle

ay Cycle screen.

Actions
T r B g K W 4 Record1of 26 r i BEEE R =
] Calendar ]
Pay Cycle Information -
Description: ] Biveekly
Fay Frequency: JAnnuaIIy :_J
Bank Account: | LJ
Pay Periods
Pay __ ||Start Date |End Date | Pay Date | Distribution Type |[Status |
» 1.00| 07/01/2006| OF/07/2006 07/14/2006 | Balance Mot Posted
200| 07/08/2006| 07/14/2006 07/21/2006 | Balance Mot Posted
3.00| 07A15/2006| 0O7/21/2006| 07/28/2006 | Balance Mot Posted
4.00| 07/22/2006| 07/28/2006| 08/04/2006 | Balance Mot Posted
5.00| 07/29/2006| 08/04/2006 08/11/2006 | Balance Mot Posted
E.00| 08/05/2006| 08/11/2006| 08/18/2006 | Balance Mot Posted
7.00| 08/12/2006| 08/18/2006 08/25/2006 | Balance Mot Posted
8.00| 08/19/2006| 08/25/2006| 03/01/2006 | Balance Mot Posted
9.00| 08/26/2006| 09/01/2006 03/08/2006 | Balance Mot Posted -
14| 4 | Mode: Edit - Recard 1 of 1 [ [M] I Close this disfog sfter update?
Ok ‘ Lancel ‘ Help ‘

5. From the Actions menu, select the Update Pay Periods with

Next Year Dates option. The system displ
message.

ays the following

Edit Pay Cycle N x|

This will add one year to the existing pay period dates. Do you wish to continue?

Yes Mo Cancel |

screen.
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=, Pay Cycle Dates

Pay Cycle Dates

First Period Start Date: /01 /2007 -
26.00

Murber of Periods:

Pay Date Frequency

07/15/2007 v

[~ Pay day on weekday?

v Biweekly First Pay Date:
i Weekly

i Monthly

" Semi Monthly

" Monthly on Last of Maonth

i Semi Monthly on 15th and Last of Month

Qg Lancel |

X

Help |

7. Review the screen and make any changes necessary for this pay

cycle.

8. Click OK. The system increments the dates and re-displays the

Edit Pay Cycle screen.

9. Review the dates and change any that need changing.
10. Click OK when you are finished working with this pay cycle.
11. Repeat these steps as necessary for all your pay cycles.

Move Projections to the Current Link on Salary Schedules

First create your salary schedule projections. Once you have created
projections, you can copy the next year links to the current links for all
positions that are tied to the projection for this schedule.

Once you select the option, the system will prompt you whether you
want to update attached positions and will then regenerate the journal
records.

Since you will probably want to make other changes to work

calendars and pay cycles before regenerating, make sure the
Ready to Generate option in Work Calendars is not selected.
See page 35 for information.

To copy projection links to current links:

1.

In the Payroll or Human Resources menu, expand Salary

Schedules to display the menu item.

Double-click Salary Schedule Maintenance. The system

displays the Salary Schedule grid.

Select the salary schedule you want to work with and then select
the Edit command. The system displays the Edit Salary Schedule

screen.
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4. From the Actions menu, select the Copy projection links to
current links option.

5. When you click OK, the system displays a message asking
whether you want to update positions that are tied to the projection
for this schedule. If you click Yes, the system will update the
positions and regenerate journal records (unless you have de-
selected the Ready to Generate option in Work Calendars).

Updating Work Calendars

When you roll over Payroll for the fiscal year, no journal records will
be copied from the old year to the new year. Because you will need to
make changes to the pay cycles, work calendars, salary schedules,
position funding and so on, the system provides a setting that enables
you to work on these different pieces of setting up Payroll without
having the system constantly regenerate the journal records with each
change you make. This setting is in the Work Calendar screen: the
Ready to Generate option.

In addition to the Ready to Generate option, there are two additional
utilities in Work Calendars that you can use to facilitate updating work
calendars (and their associated positions) for the new year:

B Apply Calendar Template on the Actions menu enables you to
change the non-workdays on one calendar, and then have as
many calendars as you select use the same non-workdays.

B Update Positions on the Actions menu enables you to update the
start and end dates and the start and end pay periods for all
positions associated with the work calendar.

To quickly update non-workdays on calendars:
1. Inthe Payroll menu, expand Configuration to display the menu
items.

2. Inthe Configuration menu, expand Calendars to display the menu
items.

3. Double-click Work Calendars. The system displays the work
calendar grid.

4. Select a calendar you want to edit that can become a “template”
for other calendars.

5. Select the Edit command. The system displays the Edit Work
Calendars screen.

6. Edit the calendar as needed for the new year. Change the year
and dates for holidays and non-workdays.

7. Click OK to return to the Work Calendar grid.
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Updating Positions

10.
11.

12.

In the Work Calendar grid, click to select the calendars you want
the system to change to match the calendar you just revised.

From the Actions menu, select the Apply Calendar Template
option. The system displays the Work Calendar Template screen.

. Work Calendar Template i b 5'
Information
‘work Calendar: || j
Ok | LCancel | Help |

Use the drop-down list to select the calendar you just edited.

Click OK. The system displays a message asking you to confirm
that you want to change the selected calendars.

Click Yes to continue. The system changes all highlighted
calendars to match the calendar you edited as the template. You
can then go into each calendar to reset the start and end dates,
periods, lump sum, and so on. You can also then toggle the
weekend flag to create the weekend non-workdays.

Use this utility to quickly update the start and end dates and the start
and end pay periods for all positions linked to the selected calendars
after fiscal year end rollover.

The start and end pay periods will be based on the start and end
dates, unless the calendar is a “Balance - Start Period Full calendar.

To update positions from the work calendar:

1.
2.

In the Work Calendars grid, select a calendar you want to edit.

Select the Edit command. The system displays the Edit Work
Calendars screen.

Edit the calendar as needed for the new year. Change the Start
Date, End Date, Start pay period number, and End Pay period
number.

The Ready to Generate option should still be unchecked.

4.
5.

Click OK to return to the Work Calendar grid.

In the Work Calendar grid, click to select the calendars you just
revised.
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6. From the Actions menu, select the Update Positions option. The
system displays a message informing you that it will update all
linked positions.

7. Click Yes to continue. The system updates all positions tied to the
calendar.

Generating Calendars and Positions

Under normal circumstances, the system will regenerate the payroll
journal each time you change pay cycles, work calendars, positions,
or supplemental pay.

To enable you to work with calendar and position information without
having the system continually regenerate payroll or supplemental pay
records, the system provides a Ready to Generate flag in the Work
Calendar screen. After year end rollover, this flag is set to off,
enabling you to work with all of the different pieces of setting up pay
cycles, work calendars, and position funding without having to wait for
regeneration. When all of the pieces are in place and you are ready to
have the system generate pay and supplemental pay distributions,
you can select the Ready to Generate option. From that point on the
system will resume its normal regeneration processing.

There are two ways to set the Ready to Generate flag:
B Individually by work calendar
B For multiple calendars using an Action item
Note: Once you select the Ready to Generate flag and
generate positions, this option will be grayed out for this

calendar. You can only perform this action once in the fiscal year
for each calendar.

To set the Ready to Generate flag individually:

1. Inthe Payroll menu, expand the Configuration menu to display
the menu items.

2. Inthe Configuration menu, expand Calendars to display the menu
items.

3. Double-click Work Calendars. The system displays the Work
Calendar grid.

4. Double-click the calendar you want to set. The system displays
the Edit Work Calendar screen.

5. Inthe Ready to Generate field, click to select the option.

6. Click OK.

To set selected calendars Ready to Generate:
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In the Payroll menu, expand the Configuration menu to display
the menu items.

In the Configuration menu, expand Calendars to display the
menu items.

Double-click Work Calendars. The system displays the Work
Calendar grid.

In the Work Calendars grid, select the calendars you want to set
as Ready to Generate.

From the Actions menu, select the Set Ready to Generate option.
The system displays a message reminding you that it will change
all selected calendars to Ready to Generate and will generate all
associated positions.

Click Yes to proceed.
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Resetting Deductions

The system provides a utility you can use to reset the start period
number on employee deductions. This utility is used primarily after
year-end rollover to update the employee deductions.

To reset deductions:

1.

In the Payroll or Human Resources menu, expand Employees to
display the menu items.

Double-click Employee Deductions and Benefits. The system
displays the Employee and Benefits grid.

Use the Filter Criteria fields to display just the deductions you
want to reset in the grid and click Apply Selection.

From the Actions menu, select the Reset Starting Period option.
The system displays the Reset Starting Period screen.

. Reset Starting Period | x|

Infiarmnation

Pay Period: 1.00

OF. | LCancel | Help |

In the Pay Period field, type the starting pay period.

Click OK. The system updates the starting pay periods for all
deductions/benefits displayed in the grid. When complete, the
system displays a message confirming that all deductions have
been reset.

39



i Fiscal Year End Rollover

Deleting Leave Plan Transactions

If your district tracks leaves that do not accrue (such as jury duty,
professional leave, or military leave) you will probably want to return
these balances to zero after the payroll rollover.

To delete leave transactions:

1. Inthe Payroll/Human Resources menu, expand Employees to
display the menu items.

2. Double-click Employee Leave Plans. The system displays the
Employee Leave Plans grid.

3. Filter the grid to display just the leave transactions you want to
delete. For example, you can use the Filter by Selection option in
the Leave Plan column to restrict the display on the grid to just jury
duty.

4. With the grid displaying just the transactions you want to delete,
select the Delete All Transactions for the Selected Leave Plan
option from the Actions menu. The system displays a message
asking you to confirm that you want to delete the transactions,
since this action is not reversible.

5. Click Yes to proceed. The system deletes the selected
transactions.
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Working with Connections

These techniques are useful for users who may need to make
changes to a database, while making the database read-only for
everyone else. For example, after fiscal year rollover, the Business
Manager may need to continue to have full access to the database,
while Clerks should only have read access.

This section describes:
B Setting up a read-only connection

B Editing users to restrict them to Read-Only for selected
databases

B Making a database read-only for all users
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Adding a Read-Only Connection
1. Inthe Administration menu, select the entity you want to change
and expand it.
Click Connection Groups to highlight it.

Select the Add command. The system displays the Add
Connection group screen.

o
!_'.?' Add Connection Group

E ntity: | Wil G

Connection Group Infarmation

Hame: FrO405R0
Fizcal Year: 2005

Description: |Visions Fr0405 Read Only

[ Cloge thiz dialog after update?

or | LCancel | Help |

4. Fillin the input fields for the database you want to make read-only,
possibly changing the description to indicate that this is a read-
only connection.

Select the Read-Only option.
6. Click OK to save the connection group.
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Changing Users' Access to Read-only

Click Users to display the users in the right pane of the screen.
Select the user(s) whose access you want to change to read-only.

Select the Edit command. The system displays the Edit User
screen.

4. Click the Entity tab.

E3 Edit User

Accourt Infarmation

Entity Infarmation
Entity:  ['MG j
Connection Group Access:

Marme | Dezcription | Fiscal vear |

i? 18R allFY 18R ollFY 2007

i;] I"EE ersion 1.8 Enterprize Edition Yersion 1.8 2006

i? LARGEDATABASE Large Databasze 2005

[F L Pubs 18 Pubs18 2006

[FL# PUBS1ERallover  PUBS18Rollover 2007
r 0K LCancel Help

5. Find the database you want to restrict and click the box to remove
the check mark.

6. Find the read-only version of the database you just added and
make sure there is a check mark next to it.
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Making a Database Read Only

This technique is useful if you want to change a fiscal year database
to read-only (for example, after fiscal year rollover) to prevent anyone
from making changes to it.

To change the database to read-only:
1. In Administration, expand Entities to select the entity you want to
work with.

2. Click Connection Groups to display the entity's connection
groups.

3. Inthe right panel, click to select the fiscal year database you want
to change and click to highlight it.

4. Select the Edit command. The system displays the Edit
Connection Group screen.

. Select the Read-Only option.
6. Click OK.
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